Approved For Relea^f2004/07/08 : CIA-RDP80M00165A002^S6l 7001 5-0 


DIGEST OF A POLICY STATEMENT Oil EXECUTIVE DEVELOPMENT 

* (Submitted to the CSC to Meet Reporting Requirements in 
the Guidelines for Executive Development in the Federal Service) 


SSILi. io o n al Dev c lopm e n't al Pr o gr am 

It may "be conceded that cream rises to the top and so do people of 
i ©cognized superior ability* There is no assurance , however, that ran-, 
dom exp o s ur o • o f empl oy e e s to t r ai ni ng courses and a s s 1 gnme n t s will pr o — 
ciuce the best qualified and seasoned candidates for the more senior 
positions. Moreover, conclusions about the potential of specific indi- 
viduals must be constantly re-examined as they move up in the hierarchy. 

The Agency should guard against development for development sake, 
arousing personal expectancies that cannot be met. It should simulta- 
neously move on two fronts : develop the more gifted for higher posi- 
tions of managerial responsibility and develop people in the skills they 
will need in their current positions or in jobs of higher responsibility 
below the executive level. 

t ^P-cific developmental actions in individual cases should fit organ- 
izational needs, as seen by Deputy Directors and career service offi- 
cials. 


Executive and Prc ; ^ 

Executive development is a dual process: planning the improvement 
of individuals who have already become executives (supergrades in the 
Federal Government) and developing designated mid-officers and senior 
officers who have the potential to be executives. 

. Executives can materially benefit from formal internal and external 
training experiences , but their utilization and development chiefly de- 
pend upon^ periodic reviews of their effectiveness. Uninterrupted tenure 
of executives for years in one job or place can be counterproductive, 
despite the expertise gained on the job. The practice frequently observed 
in the business world of annually examining the status, current usage 
and prospective usefulness of each individual could be applied productively 
within the Agency. 

Central to an effective program of executive development is the 
identification and personal development of well -qualified mid-career and 
senior officers in the Grades GS 13 - 15 * Many promising employees at 
these grade levels have spent most of their careers acquiring substantive 
expertise. More often than not, they have experienced over the years a 
number of assignments and training courses; but their past preoccupation 
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with substance causes the mid-career stage to be a critical time for them 
to obtain a fairly comprehensive view of managerial skills and principles. 
Since instruction and experiential learning in the informational, mana- 
gerial and behavioral sciences are among OTK’s capabilities, formal training 
is a valuable resource at this time in their development. Closer linkage * 
of training and personal development, therefore, becomes a key element in 
future Agency planning. 


Career Services to I mplement In divid ual De ve lop ment 

The Agency has several functional career services formally consti- 
tuted to competitively review all employees under their jurisdiction with 
respect to promotions, assignments and developmental opportunities. These 
units are directly responsible to a career service head who is also a senior 
operating official, and career service heads are directly responsible to a 
Deputy Director of the Agency. Career service boards and panels, comprised 
of Agency executives and operating officials, make the competitive reviews 
and decisions alluded to, and supportive personnel -- career management 
officers, personnel officials, training officers and other supportive or 
staff personnel are designated to help boards and panels; meet regularly 
with careerists to discuss their personnel needs and. interests; and to imple- 
ment specific decisions or actions of the career service boards and panels. 

The Agency will rely upon the career services to periodically evaluate 
the potential of careerists within their jurisdictions for executive posi- 
tions and to specify individualized developmental training and assignments 
for those concerned. We are confident , that this process of individualized 
review and planning can better achieve -the purposes of the Agency and the 
Federal Guidelines than the development of individual career plans in a 
form or document, (in earlier years, the Agency extensively experimented 
with elaborate individual career plans and found them to he largely un- 
successful, ) 

The career service heads and members of the career service hoards and 
panels are links between supervisors and the Agency's top executives. This 
linkage of line officers — supervisors, career service officials, Deputy 
Directors, Executive Director-Comptroller and the Director -- will he an 
important factor in insuring the uniform and responsible implementation of 
policies decided upon by the EMRB (consisting of the Executive Director- 
Comptroller and Deputy Directors). 


Systematic Agency-wi de Ef forts for Iden tify ing Exe cutive 
Candidates ; Individual Person a!!, _Deve ippment ; and 
Use of Training Resour c e s 

To accomplish the essentials of an improved developmental program and 
to achieve the principal features of the Federal Guidelines for Executive 
Development, the Agency needs to systematically engage in the individual 
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planning of developmental training and assignments for employee 


executive potential. 


s with 


Specific developmental programs of the career services should be 
'ailoiud to their individual needs and problems, but certain common ap~ ' 
proaches and criteria should be observed by all in order to assure the 
success of the developmental effort and to achieve Agency-wide objectives. 
Each career service should project the amount of upward movement in the 
future and examine the capability of promising careerists to fill positions 
of responsibility in Grades GS-15 and above. Thereafter, each career serv- 
ice should establish specific training, assignments and other planned : 
developmental activities for each careerist identified for executive de- 
velopment In identifying assignments and training, effort should be made 
to fil! observable gaps m the career experience of individual employees 
aio.d to determine means of overcoming relative weaknesses in the skills and 
abilities of otherwise well- qualified employees with executive potential, 
■aca career service should be encouraged to establish general norms or 
guidelines covering the preferred kinds of training and assignments that 

w°iOf be most beneficial m furthering the development of executive can- 
didates . ‘ 



> - Approved For Release 2004/07/08 : CIA-RDP80M00165A0029001 7001 5-0 



Approved For Releasf2004/07/08 : CIA-RDP80M00165A002W6l 7001 5-0 


CAREER SERVICE MODEL FOR DEVELOPMENT OF PERSONNEL GENERALISTS IN SP SERVICE 

(Applicable to Professionals with Potential tor Development) 


GENERAL NORMS (For Guidance Only) 


ACADEMIC BACKGROUND 


CT OR COLLEGE GRADUATE (OR EXPERIENCE EQUIVALENTS) 

Major in Admin., mgt« , or social sciences 

2 . TRAIN ING 

A. Pig 

1 . Core Courses 

2. Trends and highlights 
3* ADR orientation 

B. .External (for selected employees) 

1. Personnel mgt. (e.g., position cl ass i f i cat i on; employee relations); organizational 
development; psychology; behavioral theory; systems analysis; statistics 

2. Topical or technical training in specialized personnel subjects (e.g., AMA 

SEM I NARS) 

C . Wit hin OP 

1. Attendance of personnel careerists at OP orientation briefings; monthly meetings 
of SP Skills Development Program 

2. Participation of new professional careerists in OP On-Thf,«Job Training Program 
3 • DESIRED AGE LEVEL PROG RESSION 

Assignment or read l n e s s for assignment by age>4o-45 to OP key position (or approximate 
equivalent) 

4. NORMAL JOB PROGRESS ION 

A . .Initial (1st three years of entry in SP C areer Service) 

One- or two-year assignments, as practicable, in OP central units (e.g., PMCD, SPD, 

CD AND BSD) 

B . .(between . ^ and years from .entr y . in SP Career Service) 

1. Three or more assignments to specialist jobs in central OP or generalist personnel 

JOBS IN COMPONENTS DURING NEXT 3“^5 YEARS. ( SP ASSIGNMENT OBJECTIVE! 3 YEAR TOURS 
INSIDE AND OUTSIDE CENTRAL OP WITH ONE OR TWO EXTENSIONS OF ONE YEAR CONSIDERED 
UPON REQUEST.) 

2* Assignment to a component by end of 6th year unless employee is expected by SP 
Career Service to indefinitely continue in future as technical or functional 

SPECIALIST IN CENTRAL OP. 

3* By the end of 14th year, employee has served 2 or more years in a staff or advisory 
capacity; in a planning or research position; or in a position requiring consider- 
able TIME TO BE SPENT IN SUCH ACTIVITIES. 

5* STRON G EVALUATION IN FOLLOWING PERSONAL SKILLS AND ATTRIBUTES 


Responsiveness in supportive role to 
Agency Off ic i als 

Effectiveness in personal dealings 
Imagination and originality 
Self reliance 
Dr l ve 


Getting things done 
Thoroughgo i NG 
Writing ability 
Verbal effectiveness 
Pleasing personality 
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STRONG EV ALU ATION IN F OLLO WING MANAGERIAL 

Representational and communicating 
skills 

Planning ahead 

Capacity to influence others (sud- 

ORDINATES, PEERS, SUPERIORS) 

Supervisory skill (including develop-* 

ME NT OF SUBORDINATES; MAINTENANCE 
MORALE AND LOYALTY) 

Dec i s i veness 

7 * FAMILIARITY WITH PERSONN EL WORK 


SKILLS 

Mature judgment 

Anticipation of consequences of prospective 
actions 

Perception of things that need to of. done 
Ability to delegate * 

Effect i veness in management of office 


A . Good under stan ding of foll owing: 

Substantive aspects of personnel activities 
Current personnel objectives, goals and developments 
Personnel trends and future problems 


B . QUA L I FY I NG EXP EH , I E N C F. IN A MA J ORITY OF FOLLOWING : 

Personnel research/staff v/ork 
Benefits and services 
Salary and position mgt. 

Personnel staffing 
Personnel transactions 
Records control and management 1 
Line personnel mgt, in components 

C * DPS JJRABIJE. E XPER l E NCES (NOT NORMS) 

Overseas operations and support* 

Headquarters activities related to pf.rsonnf.l processing mgt. (e.g., training, cover, 
travel ) 
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DEVELOPMENTAL GAP SHEET (SP CAREER SERVICE) 


I . GENERAL 


1 . Name: 


7 . Position 


2. Grade 3. Office 4. Age 


5. Years in 
Present Job 


8, Name of Supervisor 


ACADEMIC BACKGROUND 


College 

College Degree 
College - No Degree 
N o College 


6. Last FR 
Eval . 


10, College Majors 

PF.RSONNEL ADMINISTRATION 

Public or Business Admin, or Mgt. 
Social Science(s) 

Other 

(Fill In') 


III. JOB PROGRESSION TO DATE 


11. Indicate remaining job experiences in central OP, employee should acquire.* (Complete for an 

EMPLOYEE WITH MORE THAN 3 YEARS SERVICE IN AGENCY, IF APPLICABLE IN HIS CASE.) 


12. JOB experience norms for profess i onals {3-15 Years as SP careerist) 


A. 4 OR MORE ASSIGNMENTS WITHIN 1 4 YEARS, 
(Different branches or offices) for 
generalists; 2 or more for technical 

SPEC I AL I STS , 


B. Assignment to Agency component within 

6 YEARS (APPLICABLE TO GENERALISTS 
ONLY) . 


C. 2 Years of personnel staff or research 
work (or comparable experience) by end 
of 14th year. 


Completed if not COMPLETED, EXPLAIN, IF KNOWN, AND ~ 
INDICATE IF SOME OR ALL OF NORMS STILL NEEDED 



Job progress i 


Ajp^VId l Fo9 / ^ej^i§ F 2 , O0^«f8 : T S*A-R©P©0 IV»0(m6AOp^O®1'irOO^^ 


EE CONCERNED. 


I TEM 


IV. LEVEL OP KNOWLEDGE OP PERSONNEL WORK * 
! SUPERV I SOR 


13. Personnel Policies, 
Processes & Procedures 

14. Personnel staff work or 

PL ANN 1 NG 

15. Benefits & Services 

16. Salary & position adminis-I 

TRATI ON 


sp panel; 


22. Employee* s strongest knowledge^} if 
applicable (name one or two) 


Personnel staffing & T/O 
Administration 
18 . Records & Transactions 
Line personnel work 

20. Placement 

21 . Non-personnel support 

ACT I VI TY 


17« 

18 , 

19 . 


SUPERV l SOR 


PANEL 


23* Employee * s v/eakest knowledge ’( si if applicable ■ 

(name one or two) 


V. PERSONAL SKILLS AND ABILITIES * 


STRONG IN SKILL 


24, Responsiveness (in 

SUPPORTIVE ROLE TO AGENCY 

officials) 

25* Effectiveness in personal 
deal 1 NGS 

26 , Self reliance 

27. Drive 


SUPERVISOR 

SP PANEL 


! 

t 

j 

1 


1 . 

t* 111 1 ■ 

1 _ j 


! j 


35* Employee * s strongest personal skill(s) and 
attridute(s) if applicable (name one or two) 


STRONG IN SKILL 


SUPERVISOR SP PANEL f 


28. Gets things done 

29. Meeting deadlines 

30 . THOROUGHGO I NG 
31 • Writing ab il i ty 

32. Verbal effectiveness 
33* Pleasing personality 
3^. Imagination & originality 


36. Employee's personal deficiencies, if applicable, 
(name one or two) 


VI, MANAGERIAL SKILLS AND ABILITIES * 


STRONG IN ITEM 


37 • Representation & 

COMMUNICATION 

38, Plan ahead 

39. Capacity to influence 

OTHERS 

4o* Supervisory ability 

41 . Dec 1 s 1 veness 

42. Mature judgment 


SUPERVISOR 

ij 

SP PANEL j 











i [ 



STRONG IN ITEM 


IF APPLICABLE (NAME ONE OR TWO) 


‘43. 

44, 


45. 

46. 


Anticipation of conse- 
quences of prospective 

ACTION 

Perception 

NEED TO be 


OF THINGS THAT 
DONE 

Ability to delegate 
Effectiveness in office 

MANAGEMENT 


1 

SUPERVISOR ; SP PANEL 

1 

i 






V 




48. Employee's weakest managerial skill(s) if 

APPLICABLE (NAME ONE OR TWO) 


* 13-21 *) 

} 


37-46 


Fill in each item by inserting the letter best describing the employee's knowledge/skills 


A - Above average (in relation to peers or senior careerists), 

B - Average; no improvement . necessary. 

C — Average; improvement desired, 

D - Below average; no improvement necessary. 
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VII. PERSONAL DEVELOPMENT SUGGEST IANS 


[To be Completed by Supervisor Only) 


49* If any of’thf. skills or knowledges listed in IV, V, and VI were marked C or E, i nd i cate , what 

SHOULD BE DONE |F AND WHEN IMPROVEMENT IS FEASIBLE ‘ 


Skill or Knowledge 

Corrective Action Proposed 


: 

♦ 


50. Assignments considered necessary for 

EMPLOYEE *S DEVELOPMENT 

51. Assignments that are considered desirable, 

BUT NOT REQUIRED FOR EMPLOYEE r S DEVELOPMENT 

PROPOSAL 

WHEN 

PROPOSAL 

WHEN 


1 




' 



52 . Formal training considered necessary for 

EMPLOYEE* S DEVELOPMENT 

53. Formal training considered desirab 

NOT REQUIRED FOR EMPLOYEE 1 S DEVEL 

_E , BUT 

OPMENT 

PROPOSAL 

WHEN 

PROPOSAL 

WHEN 




I 

j 

l 

1 

ji 

if 

I, 

i 

! 

j 

i. \ 


_ - — . „ , - , * y 1- r- t n r ■ 1 , r- 1 r\ n KA C kl T f r . r. . . 5 

;PFC 1 A L 


projects, short-range details, short-range rotation in another Support Service, OP orienta- 
tion, REGULAR ATTENDANCE , SP SKILLS PR OGRAM) 


NOTE: The SP Panel will consider the supervisors suggestions in deciding upon specific individual 

ACTIONS THAT SHOULD BE UNDERTAKEN FOR INDIVIDUAL CAREER f STS (for WHOM SOME INDIVIDUAL ACTION 
OR ACTIONS ARE NECESSARY OR DESIRABLE). DEVELOPMENTAL ACTIONS OF SP PANELS WILL BE COMMUNICATED 
TO THE INDIVIDUALS AFFECTED AND THEIR SUPERVISORS BY THE CMO/OP. ORDINARILY, PANEL DECISIONS 
WILL SPECIFY BOTH THE KIND OF ACTIOn(s) TO BE TAKEN AND THE TIME FRAMc(s) INVOLVED, 

Supervisors are encouraged to discuss this Gap Sheet with individuals concerned after com- 
pleting IT. If an SP CAREERIST WISHES TO COMMENT on THE INFORMATION PROVIDED BY THE 
SUPERVISOR OR TO EXPRESS HIS OWN INTEREST JN A PROSPECTIVE DEVELOPMENT ACTION OR ACTIONS, 

HE IS INVITED TO DO SO ON A SEPARATE SHEET OF PAPER (KEYED TO THE ITEM OR ITEMS CONCERNED). 

, t 
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VIII. PROMOTIONAL READINESS AND POTENTIAL 


55, Current Promotional Readiness 
Now OR WITHIN <W YEAR 

f ' 

One or two years 

After two years 

Non- prom 0 t a dl m (per current : 

JUDGMENT ) 


56. Career potential to reach GS-15 or above 
(per current judgment) 


IX, POSITION(S) FOR WHICH EMPLOYEE SHOULD BE DEVELOPED AS A PROSPECTIVE REPLACEMEN f 


57, Corrective actions to improve skills or 

KNOWLEDGE, INCLUDING A PPL I C A E3L E ITEMS 
LISTED IN IV*- VI. 


X. PERSONAL DEVELOPMENTAL ACTIONS 
skills or I 58. Assignments that should be undertaken 



Action 

When 

Ass 1 GNMENT 






* * 






... .. __ 


59. OTR OR EXTERNAL TRAINING COURSES 


Course 


60 » Other developmental actions that should 

BE UNDERTAKEN (e.G., SPECIAL PROJECTS, 
ETC. ) 


Action 


6 l. Due dates for progress reports to SP Panel or Board concerning developmental actions 

(as applicable) 

Action I 
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